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Logging In

Licensed Assessors

Once your on the Assessor Licensing System, enter your
username and password and click “Sign in” to access your
account.

Assessor Licensing System

Note: If you experience issues with the Internet Explorer
internet browser try using Google Chrome or Microsoft Edge.

Sign in to your account

M miINNesoTA
STATE BOARD OF ASSESSORS

Create an account

Username

Forgot your Usemame?

Assessors without Licenses

Create an Account: If you are not a licensed assessor, you will
need to create an account on the Assessor Licensing System.
See the Create an Account section for more instructions.

Password

Forqot your Password?

User Guide

User Guide
The user guide has step by step instructions for actions
in the Assessor Licensing System.

NOTE: If a password is entered 3 times incorrectly the
reCaptcha box will appear. User must click on the “I'm not a
robot” and sometimes match pictures. The reCaptcha box will
continue to appear for the rest of the day.

'm not a robot

Welcome to the State Board of
Assessors Licensing system. If you
are currently a licensed assessor
please sign in to your account. If
you do not have an account, select
Create an Account to get started.

Create an account

N

reCAPTCHA

Privacy - Terms

Forgot Password
Step 1: Click on the “Forgot your Password” link

Assessor Licensing System

Sign in to your account

MY MiINNesOoTA
STATE BOARD OF ASSESSORS

Create an account

Username [

Forgot your Usemame?

Password [

Forgot your Password?

User Guide

Step 2: Enter your username or email address to reset your
password. Click on “Submit”.

Step 3: You will receive a link to reset your password in your
designated email inbox. You may need to check your
Junk/Spam email folder as well.

Password Recovery

Welcome o the State Board of
Assessors Licensing system. If you
are currently a licensed assessor
please sign in to your account. If
you do not have an account, select
Create an Account to get started.

Create an account

MY MINNesOTA

STATE BOARD OF ASSESSORS

Enter your username or an email associated with your account.

Username

Email Address

Return to Table of Contents
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Step 4: Reset Password by completing all three required (*)
fields.

e Username
e (Create new password
e  Confirm new password

Step 5: Click Reset

Step 6: Your password has been reset. Click on the link in the
password confirmation to return to the log in page.

Forgot Username
Step 1: Click on the “Forgot your username” link.

Step 2: Retrieve your username by entering your email
address in both required (*) fields. Click on “Submit”.

Step 3: You will receive an email with your current
username. You may need to check your Junk/Spam email
folder as well.

Step 4: Return to the login screen by clicking on the link on
the Forgot Username Confirmation page.

Return to Table of Contents
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m

MINNESOTA

STATE BOARD OF ASSESSORS

Reset Password

Your password must be at least 8 characters in length. It must have both a lowercase and
uppercase letter. It must also contain a number and a special character.

Username

%

New Password

%

Confirm New Password

MINNEeSOTA

STATE BOARD OF ASSESSORS

Password Reset Confirmation

Your password has been reset. Please click here to log in

m

MINNEeSOTA

STATE BOARD OF ASSESSORS
Assessor Licensing System

Sign in to your account Create an account

Welcome to the State Board of
Assessors Licensing system. If you
are currently a licensed assessor
please sign in to your account. If
vou do not have an account, select
Create an Account to get started

Username l

Password [

User Guide

MINNEeSOT

STATE BOARD OF ASSESSOR:

m

Username Recovery

Enter an email address associated with your account to retrieve your username.

Email *

Confirm Email *

M MINNesoTA

STATE BOARD OF ASSESSORS

Forgot Username Confirmation

Your username has been emailed to the account you specified. Click Here to return to the login screen
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Password Expired

Passwords expire every year; users will get a Password
Expired popup when they try to log in after one year.

Step 1: Follow the instructions to create a new password.

Note: If user does not remember the current password, user
will need to reset the password by selecting the “Forgot your
Password” link on the log in screen and follow the instructions
above in the Forgot Password.

Create an account

If you do not have an assessors license or an online assessors
account, go to the Assessor Licensing System to create an
account.

Step 1: Click Create an account on the Assessor Licensing
System page.

Step 2: Fill out all the required (*) fields.

e Create Username: Must be at least 8 characters and
contain letters and numbers only.

e Create Password: Must be at least 8 characters in
length, have both upper and lowercase letters and
contain a number and special character.

e Confirm Password: Re-enter the password you
entered above and ensure they match.

e Personal Email: Enter your home email address.

e Personal Contact Information: Enter your first, middle,
last name, date of birth, social security number,
address, county, city, state, zip code and phone
number.

e Felony: Select Yes or No button. If yes, a field will pop
up for more details.

e Work Contact Information: Enter address, county, city,
state, zip code, work phone number and work email
address.

e After you complete all the required (*) fields, check
the “I’'m not a robot” box.

e Then click the Create button.

Return to Table of Contents

MY MINNesOTA
STATE BOARD OF ASSESSORS

Home My Profile Employment Education Records Application Submit Education Grading Request Attachments

Password Expired

Your password must be at least 8 characters in length. It must have both a lowercase and
uppercase letter. It must also contain a number and a special character.

Current Password

New Password

Confirm New Password

Change password

M MIiNNesOoTA

STATE BOARD OF ASSESSORS
Assessor Licensing System

Sign in to your account Create an account

Welcome to the State Board of
Assessors Licensing system. If you
are currently a licensad assessor
please sign In 1o your account. It
vou do not have an acc Jact
Create an Account to get started

Username [

Password l

Faraol your Basswerd?

rer Guide

MY miNNesoTA
STATE BOARD OF ASSESSORS

Create a New Account

1]
T 1
1
T ]
1]

Username * Your username must be af least 8 characters and contain lefters and numbers only

Password * Your password must be at least § characters in length

*+ [t must have both a lowercase and uppercase lefter.
+ [t must also contain a number and a special character.

Confirm Password
Home Email

First Name

Middle Initial

Last Name:

Suffix

Date of Birth
Social Security Number * l:l ®
Home Address
Home County
Home City
Home State ANV
Home ZIP
Home Phone
Felony

Work Address
Work County
Work City
Work State
Work ZIP
Work Phone

Work Email

I'm not a robot


https://www.mndor.state.mn.us/boalicensing/Account/Login
https://www.mndor.state.mn.us/boalicensing/Account/Login
https://www.mndor.state.mn.us/boalicensing/Account/Login
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Step 3: Email Pending Confirmation: You will receive a
confirmation email. If you do not receive an email, check

. . . STATE BOARD OF ASSESSORS
your junk/spam email folders for the email.

MY MINNesOTA

Email Pending Confirmation

A confirmation email from assessorLicensing@state.mn.us has been
sent to the email address you entered. It may take a few minutes to
receive this email. If you do not see it, please check your spam or junk
email folders.

The link in the email remains active for 24 hours. You will not be able to
log in without using the link in the email. If necessary, you may resend a
new confirmation email.

Step 4: Click on the link in the confirmation email to confirm  confirm your account
your account. The link will expire after 24 hours.
° assessors board@state.mn.us
(') (é) -
Wed 5/13/2020 7:42 AM

To: You

Thanks for registering for an account with the Minnesota State Board of Assessors online licensing
system. Use this link to activate the account and confirm your email account,

This link above expires in 24 hours, If necessary, you may resend a new confirmation email here.

Step 5: Click on the link in the email confirmed page to log in m | MINNESOTA

to our acco nt STATE BOARD OF ASSESSORS
y u u * Home MyProfile Employment EducationRecords Application Submit Education Grading Request Attachments FAQ

Email Confirmed

Thank you for confirming your email. Please Click here fo Log in

Step 6: Enter your username and password and click on the m MINNESOTA

sign in button to access your account.

Assessor Licensing System

Sign in to your account Create an account

Welcome to the State Board of
Username l Assessors Licensing system. If you
are currently a licensed assessor
please sign in to your account. If
l you do not have an account, select
Create an Account o get started.

Forgot your Usemame?

Password
Forgot your Password?

User Guide

Return to Table of Contents
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Home

The Home page consists of all the assessors
personal and work contact information. If
your contact information has changed, select
My Profile tab to update contact information.

Fiscal Year

The Fiscal Year box displays the most recent
fiscal year a license was active and the Four
Year Cycle the fiscal year is associated with.

License Level History

This license level history box lists the
assessor’s license level(s) and the date the
license was approved by the board.

CEH Requirements Met

The CEH Requirements Met box shows the

status of the required continuing education
courses, hours and 4-year reporting license
level.

License Status
The license status box displays the status of
the most current license.

Employment Experience &

Jurisdictions

The employment experience box shows the
most current employer details along with the
jurisdictions the assessor is actively working
in.

Outside Activities and

Elected/Appointed Positions

The outside activities box displays any
reported activity being performed by a
licensed assessor within or outside of their
assessment jurisdictions.

The elected or appointed box displays the
position that an assessor has reported they
have been elected or appointed to. The State
Board of Assessors compiled a list of
compatibility of offices for elected or
appointed positions for county and local

assessors.

M) winnesors

STATE BOARD OF ASSESSORS

MMmeﬂle Employment  Education Records  Application  Submit Education Grading Request  Aftschments  FAQ Newt2345 Lo off

Designated Address and Ema

Assessor nformation Fiscal Year

LastName  FirstName ~ Niddle nifial ~ Suffi  Date of Birth Fiscal Year  BeginDate ~ End Date

Aocount+ Test 06131985 am 070018 0630020
Home Address ~ County of Residence  Home Phone  Home Email Four Year Cycle

123 Happy Lane ~ Washingion B51-55-5055  boaext!@gmal com 07012016 - 06302020

Afon, NN 35123

WorkAddress ~~ Work County ~ Work Phone ~ Work Email
BOEMS  Cwr  FRSREE bobtispemcer@sttemnis LicenseLevel - Boad Decision

Chaska, MN 5316 m -

Socil Security Number ~ License#  Dept, Commerce License # CHA R

M LA

LicenseLevel  Began Assessing  Income Qualfied ~ Felony

(Continuing Education Requirements Nt

CHA RAE Mo No
J it Els fs
Fulfiled CEH's Yes
it 3
License Status  Status Change Date NeumdtedHos i

ffhe Q2T ,
4Year CEH Reporing Level  CHA

Employment Experience

StartDate ~ Type of Positon Employment Stetus ~ Official Tde  Employer Name
06032019 Fil Time Carver Counly

Rssessor - Physicaly nspeet Proerties Rasessor|

County CityTownship - Hold Contract  Physicall Inspect Properties
Carton ~ Countywide fo \L:

ElectediAppointed

Acsites -~ Jursdtons Titleor Posiion Name of Jurisdiction ~ StartDate  End Date
Pk 3 P e Gk B, (D O

Return to Table of Contents


https://www.revenue.state.mn.us/policies-established-minnesota-state-board-assessors
https://www.revenue.state.mn.us/policies-established-minnesota-state-board-assessors
https://www.revenue.state.mn.us/policies-established-minnesota-state-board-assessors
https://www.revenue.state.mn.us/policies-established-minnesota-state-board-assessors

m‘ DEPARTMENT
B Assessor Licensing System Guide

My Profile
The My Profile page contains all of your personal and work
contact information. You can change your username and m '&!!"E‘ﬁf?T?

Homa m Bubmif Education  Crading Requect  ARsmstments  FAG

password on the My Profile page.

Profil
Step 1: Click My Profile tab at the top of the page. Hy Profie

Plesys ensure all parsonal and work infarmition is current

: Chunge Userrame
Step 2: Check your profile information, make sure all of your ™"™ — Charge Passucnd
) i . Micidia Initial
information is current. Listhans * Feaing ——
Step 3: Update and fill out all the required (*) fields to o

Date of Elrin * [iovzwiaTe -]

i

ensure all your contact information is current.

Soctal Sacurlty Numbsr * [y wy cccn

County of Realdenca Rarsey

Step 4: Select a designated address
Note: An official address where we can contact you about some iy

oms " (5t Paul
any administrative or legal proceedings involving the board. .. s

Homa Address “ (123 Happy Lane

mg‘ = 1 = [=
=
L]

Your designated address will be available to the public. Homa 2P e
Homa Phons
Step 5: Select a designated email in the Manage Emails Falony e ——
button. (See next page for instructions on managing emails)  wemasrss
Note: An official email where we can contact you about any Mooty
administrative or legal proceedings involving the board). oty
Work stats -,4 W
Your designated email will be available to the public. o '"_
Step 6: Click the “Save” button to update your profile. omemene (TR
Designeted AddGE8 * & Homa O wiark

This knfermation will be avaliabie fo the pubic.
Designated Emall Homg
This information wil e avallabie 1o the pubiic.
Use the I4anage Emails button o changs: Emall infammation,

Homs Emall bbbl spencer@stale mous

Work Emall
Manage Emails
Add, change and designate email addresses.
Step 1: Click Manage Emails button.
Step 2: Add or change email addresses. Select Home or
Work email to designate as the one you want to receive m mg’lﬁrgz?lﬁ

5 JOARD \SSESSORS

Commun|cat|0n from the boa rd Home My Profle  Employment Educafion Records  Application  Submit Educstion  Grading Request Attachmente FAQ

Note: Your designated email will be available to the public.

Manage Emails

Step 3: Save Changes

‘Your designated email will be avsilablz to the public.
Changing your designated email will log you out and requira you to re-canfirm your email address.

Designated Email * @ Home O Work
Homa Email bobbi spencar@state mn.us

Work Email

Return to Table of Contents
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Step 4: After changes are made to your designated email
) . . . M MIiNNesOoTA
address, you will be directed to an Email Pending STATE BOARD OF ASSESSORS

Confirmation page.

Email Pending Confirmation

A confirmation email from assessorLicensing@state.mn._us has been
sent to the email address you entered. It may take a few minutes to
receive this email. If you do not see it, please check your spam or junk
email folders._

The link in the email remains active for 24 hours. You will not be able to
log in without using the link in the email. If necessary, you may resend a
new confirmation email.

Step 5: Look for the confirmation email in the email you Your designated email with the Minnesota State Board of Assessors
. i online licensing system has been updated. Use this link to confirm your
selected as the designated email. You may need to check new email address.

your Junk/Spam email folder as well.

The link above expires in 24 hours. If necessary, you may resend a new
confirmation email here.

If you didn't attempt to change your email please report this by calling
651-556-6086.

Step 6: After selecting “Use this link to confirm your new m
email address” in the email you will be directed to the Email MlNNGSOTA

Confirmed page. Click on the link to log back into your STAT BOARD OFASSESSORS
assessors online account. Home My Profie Employment Education Records Applicaion Submit Education Grading Request Atiachments FAQ

Email Confirmed

Thank you for confirming your email. Please Click here fo Log in

Return to Table of Contents
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Employment

The Employment page displays the most current
employer(s) details. If your employer has changed, please
follow the instructions below to update your employment
record.

Step 1: Click the Add Employer button to add an employer.

Step 2: Complete all the required (*) fields on the pop-up
window.

e Start Date: enter your start date.

e Type of Position: select the type of position in the
drop-down menu.

e Official Title: enter your job title such as city
assessor, supervisor, commercial appraiser, etc.

e Employment Status: select Full Time or Part Time.
e Employer Name: enter your employer’s name.
For example, Hennepin County, Mower County, etc.

Note: If you are a local assessor and contract with cities and
townships, your employer name will be your own, since you
are a self-employed contracted assessor.

Step 3: Click Save.

Step 4: Click OK in the pop up stating, “The Employer has
been added.”

Note: You need to add the jurisdiction(s) where you assess
property.

Step 5: Adding jurisdiction where you assess property.

e Click Add Jurisdictions.

Return to Table of Contents

Assessor Licensing System Guide

M) vinnesora

STATE BOARD OF ASSESSORS
Hame Mmeﬁ\eWEducaﬁmRecords Aopicaton SubmitEducation GradngRequest  Atachments FAQ

Employment

List your employer and the jurisdictions where you assess property.

Add Emplayer

Add New Record X

Type of Position  *

[type of position] v/

Official Title E

Employment Status * [[full or part fime] v

Employer Name ' | |

@ Jurisdictions can be added after the Employment Experience is saved.

Cancel Save

4 Complete o

@ The Employer has been added.
Please add the jurisdiction where you assess property.

Jurisdictions - Hust add at east one.

Hold Contract: The assessor is appointed by the fown board o do assessment work for praperty tax purposes i ciies (non-stalulory) and fownships

Physically Inspect Properties: Valuing or classifying property for property tax purpses

i bl
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Select the county in the drop-down list where you
are employed.

Select the city/township in the drop-down list where

you do your assessment work.

Note: If you are employed by a county, you will select
“Countywide” in the city/township drop-down list. Because
you can assess any jurisdiction in the entire county, you
need to select countywide.

Check Hold Contract box if it applies to you (see
definition). Leave it blank if it does not.

Check Physically Inspect Properties if it applies to
you (see definition). Leave it blank if it does not.

Click the Add button.

To edit your saved jurisdiction, click the edit icon
and re-select your County and City/Township.

Click the Update button.

To add multiple jurisdictions, select the Add
Jurisdictions button and follow Step 5.

Return to Table of Contents

Hold Contrac: The assessar s appoile by e kwn o do assessment ok o propert ak puroses mcies (on-saflory ed

fownships

Physicall nspeet Properies: Valungorcasymg popery forpropery ta puposes.

County

CityToumship

|[se\edacounw] v\ \[<<<mnoseawunmﬁrst]\*|

Hold Confract - Physicall InspectFroperties

0

0

|
Complete x
I

| @ urisdiction added.

I

4

Jurisdictions - Must add at least one.

Add Jurisdiction

County City/Township Hold Contract Physically Inspect Properties

Carver  Countywide ~ No

Yes

¢

Jurisdictions - Must add a east one.
Courty CiyTownship Mo Contact Physicaly et Propees 205001
GV Coupice Vo B ot

10
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Employment Verification

If you are applying for new or upgraded licenses, follow
these instructions to attach your employment verification
letter.

Step 1: Click the Attach Employment Verification button.
Step 2: Click the Browse button.

Step 3: Choose the file you want to upload from your
computer then click the Open button.

Step 4: Choose employment verification in the drop-down
menu.

Step 5: Click the Upload button.

Step 6: View your attachment by clicking on the View
Attachment button.

Note: If you are applying for renewal or reinstate licenses,
skip the employment verification steps.

Edit Employment
Step 1: Click the Edit Icon to update employment record.

Step 2: Make changes in the “Edit” pop up and click the
“Save” button.

New Employer

Step 1: If you have changed employers, click the No button in

your current employment record.

Step 2: Enter your last date of employment with this
employer in the End Date field.

Step 3: Click the Save button.

Step 4: Click on the Add Employer button and follow
Employment steps 1-5 above.

Note: You can store multiple employers on your record.

Return to Table of Contents

s |
Employment verficafion s only necessary for new and upgraded kcenses. The First Year Exposure Checklist s only required for new boenses

Note: To very your empioyment & signed lefier fom your supentsar, who most b 2 icensed assessar 18 reguired. f must ndicate your emplayiment start dafe, poséion in
e gssessor's oifcs, and dufies

{§ At Employment Verfication & Frst Year Checdst

Zmployment verification is only necessary for new and upgraded licenses. The First Year Exposure Checkdist is only required for new licenses.

Note: To verify your employment, a signed letter from your supervisor, who must be a licensed assessor, is required. it must indicate your
employment start date. position in the assessor's office, and duties.

File Name Attachment Type

No files currently selected for upload v

Type Name File Name

First Year Exposure Checkist Employment Vierification for 20172018 paf~ ® View Attachment

Employment Experience

StartDate  Type of Position  Employment Status  Official Title  Employer Name ¢

021712020 Technical Part Time Test Test
Start Date t02A72020 =
End Date R

Current Employer ) Yes ® No

Type of Position * | Technical w~
Official Title * Test

Employment Status = [Part Time |

Employer Name * [Test
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Education Records

The education records tab allows you to view all of your
, MY MminNesoTa
completed education and documents attached to each STATE BOARD OF ASSESSORS
Home iy rofie  Empioyment | CRANRRER Appilcation _SubmitEducaton  Grading Request Amachments FAQ ]
course record.

Licensure Courses ~ CEH Courses  Transcripts  License

Course Date Course Title Sponsoring Org Results Course Hours ~ Exam Hours 4 Year Cycle
cou rses Ta ken 011092020 @ Assessment. MAAC Pass 26 hours 2 hours 2016-2020 @ @Mad\ Proof
To view all your completed courses and attached bz s, Mo CHony b Ohs 26 © @ Amheood
documents click the Courses Taken tab. wz ke 0 CEHONY  dhwx D  AGIE ® G MmhPod
021282019 Basic... Kaplan Pass 28 hours 2 hours 2018-2020 ® | @ Atach Proof
Note: Continuing education courses will be shown in your wuas @ Qs mm Bs s 06H0 © @ Awheool

courses taken for two 4-year cycles, the previous and most 0824201 EMass Apprasal..  MAO Pass 2Bbaurs thus AN © @ AtachProot
current. Once a hew 4_year cyc]e begins' the courses from 842017 GREven Odder - Mekissock CEHONy 7 hours 0hours WX ® @ Aach oot
the earlier 4-year cycle will automatically be deleted. Page 1 of Recard Court: 7

Licensure Courses

To view your completed courses that apply to licensure STATEBOARD OFASKESSOS
requirements, CIiCk the Licensure Courses ta b Home  MyProfle  Employment ITOONIEWINEN Application  Submit Education  Grading Recpiest  Atachments  FAQ -Luguﬂ

M) KiNnesora

[GTCIWTTER  CEK Courses  Transcripts  License

Note: The courses listed here will also appear on your

|ice nsure tra nscri pt Licensure Requirements  SponsoringOrg ~ CourseTite  CEWHrs  ExamHrs  ClassroomiOnfine  Course Date
Phopreisal.. Phpprasal..  @Basic.. Bhaws  2oows  Classtoom W @ Aach Proct
Ropraisal Kaplen asic Bhows  20ows  Classiom QN ® @ Aach Prock
Phssessment: MARD hosessment. 2Bhows  2hows  Classioom WeNH @ | Aach Proot
Gbtass Apprasal.. MARD lass Apprasal.. 2Bhows  2nows  Classtoom 2408 ® | Aach Prook

CEH Courses

To view your completed continuing education courses, click m MINNESOTA

the CEH Courses tab. STATEBOARD OFASSESORS
Home WUTLCTCR Employment REUTEITIREIIGSY Apolication  Submil Educition  Grading Request  Attachments  FAQ

Note: Continuing education courses will be shown in your
CEH Course list for two 4-year cycles, the previous and most
current. Once a new 4-year cycle begins, the courses from

Courses Taken  Licensure Courses Transcripts ~ License

Course Date Course Tide Sponsoring Org  Course Results  Course Hours  Exam Hours 4 Year Cycle

X . R 01002020 @Assassment Mis0 Pass 26 hours 2hours 2016-2020 ® @ Altach Proof
the earlier 4-year cycle will automatically be deleted.
050232019 @Measuring . Ak CEH Only 4 hours Oheurs ME-200 ® () Aach Prook
. g Efie. Mak0 CEH Only 4hours Ohowrs WMB-2020 ® | Atach Proof
Education Attachments
. . . (O 008209 Basic., Kaplan Pass 2 hours 2haurs ME2N ® | ({ Atach Proof
Click on the eye icon to view attached
d ocume nt s. 04y @Basic., Fhopraisal..  Pass 28 hours 2hours 62000 ® | Atach Proof
DB4z08  Mss Appresal..  MlAkO Pass B hours 2hewrs MEAND @ | Atach Proot
Click on Attach Proof to add a
@ Attach Proof 09T Even Odder- MeAssock CEH Only Thours Ohours ME-2020 ® |} Atach Proot

completion certificate.
Page 10f 1 Record Count. 7
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Transcripts

Step 1: To view and print Continuing Education Transcript, m | MINNESOTA

and Licensure Transcript, click the PDF link associated to W DAL U AR
your needs. Home  MyProfie  Employment N3l ilESIel Application  Submit Education  Grading Request Attachments FAQ

Note: The transcript will open in a new tab on your Courses Taken  Licensure Courses  CEH Courses License
computer.

@ viewd Print Continuing Education Transcript

B View & Print Licensure Transeript

Step 2: Click the print icon on the hovering black bar to
print your documents.

Note: You must allow the pop-up window on your
computer to open the PDF transcripts.

License M miNNesoTA

Step 1: To view and print your License, click the PDF link STATE BOARD OFASSESSORS
View & Print License Home Wy Profie Enployment [ETISOULISRY Appicaion  Submit Education Grading Request  Atachments  FAQ

Courses Taken  Licensure Courses  CEHCourses  Transcripts

Note: The license will open in a new tab on your computer.

B View & Print License

Step 2: Click the print icon on the hovering black bar to print
your license.

Note: You must allow the pop-up window on your computer
to open the PDF transcripts.
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Application MY MiNNesoTA

STATE BOARD OF ASSESSORS

The app“cation tab gives you the option to apply for a new Home My Profile  Employment Education Records Submit Education  Grading Request  Aftachments  FAQ
license, upgrade your license, reinstate your license, or renew  ayuication Type
a current license. O New License - Trainee = $50.00

O New License - Temporary IQ = $85.00

Application Type (O New License - CMA = $85.00
Step 1: Click the Application tab on the top of the page. Qe s s

O New License - AMA = §125.00

O New License - SAMA = §150.00
Step 2: Select the application type you would like to apply for.
If your assessor license has expired, choose a reinstatement option
O Reinstatement - CMA Reinstatement $85 + §50 = §135.00
O Reinstatement - CMAS Reinstatement §95 -+ $50 = §145.00
O Reinstatement - AMA Reinstatement $125 + §50 = $175.00
O Reinstatement - SAMA Reinstatement $150 + $50 = $200.00

Note: Ifyou are an acive duty military member, spouse of an aciive duty military member, or veteran, please contact the State
Board of Assessors at 651-556-6086 or assessors board@state mn us for specific information on the application process

14
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Application Form
Step 3: Fill out all the required (*) fields on
Application Form page.

e Fiscal Year: Select the current fiscal year.
Note: the State’s fiscal year begins July 1 of
the calendar year.

e License Level: select your current license
level to renew. If you are upgrading your
current license level, select the level you
are applying for.

Note: If you are applying for your initial

assessor’s license, select either Trainee or CMA.

The application fee will auto populate based on

the type of application you selected.

Note: All renewal applications select the
upcoming fiscal year. For example, if it is May 2,
2020 and you are renewing your license, you
will select 2021 for the upcoming fiscal year.

e Felony: If “Yes”, you must provide the
felony details.

e Elected or Appointed Position: If “Yes”, you
must add your elected or appointed
position details.

e Outside Activities: If “Yes”, you must add
your outside activities details.

e Click Review My Profile to verify everything
is up to date.

o C(Click Review Employment to verify the
most current employment is up to date.

e Click Review Education to verify all
required education has been uploaded to
your record.

e C(Click the Application tab to navigate back
to the Application Form page.

e Check the checkboxes after reviewing the
information.

e Carefully read HOW WE USE
INFORMATION.

e Review and check all three checkboxes

before clicking on Submit Application to
the Board.

M) vinnesora

STATE BOARD OF ASSESSORS
Home My Profile  Employment Educaﬂnnﬂewrds Submit Educafion ~ Grading Request ~ Attachments  FAQ

Grandhidsd ~ Log off

Application Form
Fistal Year v
Licgnge Level ‘ For CAICAS who are income: quafied, IChwil be visibl on your iense when your application i approved.

Fit CHA= 6500

Felony * Have you ever been convicted of a felony?

U YesU o

Elected or Appointed Position * o L
| ok an elected or appointed postion (ot than County Assesser) in jurisdcfions where | am employed 25 an assessar.

0¥ 0 o

Quside Activities ! o . ) )
IFyou perfomed outside aefties such as fee appraising, realestats sals, propery management ez, cick th bution Add or Edit
Qutsice Aciles o add those defals here

(U vesC o

' DYes, | have reviewed my profileinformation and its up fo date.

Review My Profile

Review Employment ' Yes, | have reviewed my employment information and it 8 up to date.

« | have sttached verfication of employment releted o assessment expeience.
+ Fornew licenses only; | have atiached the First Year Exposure Checklist

gl Yes, | have reviewed my education information and it is up to date, Kt will be reviewed with new or upgraded license
applications and atthe end of a 4-year cycle,

Review Educafion

HOW WE USE INFORMATION

The Minnesota Stz Board of Assessors (the ‘Board" or ‘we') uses fhe information requested on this fom fo process your assessors ficense application. You are not required
o provide fis informafion, butfyou chaose not o provide:f, your license vl not be granted. Also, providing informafion that s incomplete or inaccurate may delay the granfing
ofyourlcenge.

We ask you o provide an offiial for “designated) home or business address, an emal address, and a telephone number where we can contactyou about this application. We
vill ontact you through your designated address about any adminishafive orlegal proceeings involving the Board.

Yourname and designated address are public informafion. While we review your application, all of the other infarmation on thi form i prvate and can be accessed only by the
Board. Once the Board grants your lieense, allof the informafion o this form, except for your Social Security Mumber and non-desiqnated address (i you provided one),
becomes public. Your Social Security Number and non-desiqnated address remain prvale.

The Board may only release private dala as permilted by law orifhe inormation is reguied fo comply wilh 2 courtorder.

'D | cerffy he information contaned in i applicafion s rue and comect o the best of my knowedge.
! D | agree:to adhere fo the Code of Conduct and Ethics as adopted by the Minnesota State Board of Assessors.

'D | ane pay my Il Incom Taves per M State 2884.08

Save AsDraft | Delele Draf Submi Appication o the Board
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Payments

There are three types of payments:. =
M) minNesoTa

e Credit card - Credit and debit cards are processed by STATEBOARD OFASSESORS
US Bank and they charge a convenience fee for this L B M M R L M) L
service. The fee amount is a percentage of your Paymens
payment amount, 1.25% for debit cards and 2.15% for =~
credit cards. Flter  20)
. . Application Date; 11282022
e Bank account - Pay from your checking or savings 4 v
account electror"ca”y. Have your bank rout|ng W?;Z:::T‘:;;q;gz:ﬁgw;:g Afee 1 charged by US Bank fo ths senvice: The fee amount s & pacentage of your paymen amount

number and account number ready. There is no fee to
pay if you pay through your bank.

Pay from your checking or savings account electronically Have your bank routng fumber and account number ready. No fee.

LRIV Prind 8 voucher for county and ciy employers f submi 8 single payment for multple applicatins No Fee

e Pay through employer - Print a voucher for county and
city employers to submit a single check payment for
multiple applications. There is no fee to pay through
the employer.

Credit Card Payment x

Step 1: Click Credit Card.
Note: There is a convenience fee that is charged by US Bank Personal Details
for this service. The fee amount is a percentage of Ema
your payment amount, 1.25% for debit cards and e
2.15% for credit cards.

Payment Method: Card Account

e The Credit Card payment system only accepts —EEm=m .
MasterCard, VISA, Discover, and American Express. Name on Card
e Turn off Active X Filtering
. . Billing Address
Step 2: Enter the email address where you want to receive e

the payment confirmation receipt that will be sent
electronically.

Step 3: Enter the 16-digit number of the card.
Step 4. Enter the CVV number.

[ 1 agree to the Terms and Conditions

Step 5: Enter expiration month and year. M MINNeSOTA

Step 6: Enter Name on Credit Card T ——— —
Step 7: Enter cardholder’s billing address Information. Payment request complete
Step 8: Click “I agree to the Terms and Conditions” e
License Number: 4470
Step 9: Click “Pay” button to submit your payment. suscronion MOt
ard Holder Name: amsey County
Email Address: BOBBI SPENCER@HOTMAIL COM
Step 12: Payment request complete confirmation page: sl iy
select Print button to print the payment e
Thank you. Your application is being processed
conflrmatl on p age for your reco rds' Allicenses, except the SAMA icense, will be avaiable to print after the payment is processed. SAMA licenses will be avalable to print afte the next board meeting

License documents can be found i the Education Records tab.

More information regarding the Board mesting schedule is avadable here

Questions about this payment can be submitted via email from the State Board of Assessors website.

& Print

Print for your records

Version 1190 1062022
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Bank Account Payment
Step 1: Click Bank Account.
Note: There is no fee for Bank Account payment.

Step 2: Enter Payor Name on bank account.
Step 3: Select Checking or Savings.
Step 4: Enter the 9-digit Routing Number.

Step 5: Enter Account Number. Re-enter the account
number to confirm.

Step 6: Read carefully and select Yes or No.
Step 7: Click the Next button.

Step 8: Review payment information for accuracy.
Step 9: Click the Submit button to complete the payment.

Return to Table of Contents
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M MiNNesoTA
STATE BOARD OF ASSESSORS

Home MyProfile Employment Education Records  Application  Subenit Education  Grading Request  Attachments  FAQ P Lot

Payments

License Level:  Trainee Expred
Fiscal Year: A3
Application Date: 111282022
Fee: $1.00

Cred card payments are processed by US Bank Afee ts charged by US Bank for this sence. The fee amount s a percentage of your payment amount
CredtCard [ X
126% for dabit cards and 2.15% for credt cards.

Pay fom your checking o saving accounteectoncal Have your bk rouln number nd account umbe eady.No e

LT el Pint  voucher for county and chy employers to submit a single payment for multple ppicators, No Fee

M MINNesoTA

STATE BOARD OF ASSESSORS
=] WyFrofie Employment Education Records  Application _ Submit Education _ Grading Request _ Attachments  FAQ

Payment from Bank Account

Name on Bank Account
Payment Amount $50.00

Debit From (O Checking O savings
Routing Number

Account Number

Confirm Account Number

Payment Date 02/24/2020

Will funding for this transaction  * () yes O No

be iransmitted to or received from

a financial agency located outside

the territorial jurisdiction of the
United States?

MY MINNesOTA
STATE BOARD OF ASSESSORS

Home MyProfle Employment EducationRecords Application Submit Education Grading Request  Attachments  FAQ

Review and Submit

Review the information below_ If comrect, click Submit to complete.
Ifincorrect, click Previous to correct your payment information.

Applicant Information

Applicant Name: Test Account
License Number: 4235

Payment Information
Application Type: Upgrade License

Payment Amount: $35 00
Payment Date:  (02/28/2020

Banking Information

Name on Bank Account: Test Account

Account Type: Checking
Routing Number: 091000019 WELLS FARGO BANK NA (MINNESQTA)
Account Number: e 3456

oDm E3 2 ED
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Payment confirmation page. Review your payment details and MY MINNESOTA
STATE BOARD OF ASSESSORS

Click Print button to pr|nt the payment Confirmat'on page for Home MyProfile Employment Education Records Application  Submit Education  Grading Request  Attachments FAQ
your records. Confirmation

A summary of your payment has been emsiled to your designsted email address.
Your request is being processed You will be contacted ence your request has been reviewed

Email confirmation: A summary of your payment will be Confirmation Summary
emailed to your designated email address. e

License Number: 4238
Application Type:  Mew License

After selecting the Close button, you will be directed back to Payment Summary
the Home page. O —

Account Type: Chesking
Payment Amount: 585.00
Bank Name: WELLS FARGO BANK N& (MINNESOTA)
Bank Account Number: *=***=***7654
Payment Date: 05/13/2020
Thank you. Your applicstion is being processed
Renewsl Licenses will be available to print ence payment is processed.
All cther licenses will be svailable to print after the next board meeting.
Wore information regsrding the Board meeting schedule is svsilsble st State Bosrd of Assessors website.

Questions sbaut this payment can be submitted via email from the Stste Board of Assessars website.

[ Bra | (E=)

Application pending approval

M MiNNesoTA

. . . . . STATE BOARD OF ASSESSORS
SeIeCt the Appllcatlon bUtton to view the appllcatlon type' Home My Profile Employment Education Records R I=lA8 Submit Education Grading Request  Attachments FAQ

status and fee for the application just submitted.
Application pending approval

Application Type CMA Uparade from Trainee
Status Submitted
Application Fee  $35.00

Pay Through Employer

) MINNESOTA
[ H H STATE BOARD OF ASSESSORS

Thls IS Set up for County and CIty employers to SmeIt a Home  MyProfile Employment Education Records Application  Submit Education  Grading Request  Attachments  FAQ - Log oft

single check payment for multiple applications. No fee is

charged for this service. i

License Level:  Trainee Expued

Step 1: Click the Pay Through Employer button. Flter 203
Application Date: 11232022
Fee: $1.00

Crodi Card Credt card payments are processed by US Bank A fee 1s charged by US Bank for this service: The fee amount is a percentage of your payment amount,
1.26% for dobi cards and 2.15% for credt cards

Pay from your checking or savings account electronically Have your bank routing number and accoun! number ready. No fee.

. . [ TRUTCT ST OTE Print @ voucher for county and city employers to submit & single payment for multple appications, No Fee.
Step 2: Print this page. o Tagien]

Step 3: Mail this page and a check for the total license

fee(s) to the address provided on the page.
Mail this page and the check to:

Minnesota State Board of Assessors
Mail Station 3340

St. Paul, MN 55146-3340

Phone (651) 556-6086

Fax: (651) 556-5128

Assessor Name: Test 1 Account
License Number: 4235
Application Type: New License
License Level: Trainee
Payment Amount: $50.00

Thank you. Your application is being processed

Renewal Licenses will be available to print once payment is processed.
Al other licenses will be available to print after the next board meeting
More information regarding the Board meeting schedule is available here.

Questions about this payment can be submitted via email from the State Board of Assessors website.
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Submit Education

The Submit Education page allows you to submit proof of
education or request approval for a new course/seminar.

Note: To view your courses taken, print transcripts and
licenses, see Education Records tab.

Submit Proof of Education

The Submit Proof of Education page allows you to submit a
board approved course completion certificate for a
course/seminar that you attended.

Step 1: Click Submit Proof of Education.

Step 2: Select the sponsoring organization of the course you
attended.

Step 3: Select the Course Title.

Step 4: Select Classroom or Online, depending on where you
took the course.

Step 5: Enter the date you completed the course.
Step 6: Enter the number of hours for the course.

Step 7: Enter the number of hours the course allotted for the
exam, if applicable.

Step 8: Select Course Results (Pass, Fail, or CEH only).

Step 9: Click Attach Proof to upload course completion
documents.

Step 10: Click Browse to select course completion
documents from your computer.

Step 11: Select the Type of Verification Document you are
uploading.

Step 12: Click Upload.

Return to Table of Contents
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M MiNNesoTA

STATE BOARD OF ASSESSORS

Home My Profile Employment Education Records Application TS0 Grading Request Attachments FAQ

Submit Education
Submit Proof of Education

Request Approval for a New Course/Seminar

View Courses or Seminars pending approval by clicking the buttons above. Approved courses show in the Records page.

M MiNNesoTA
STATE BOARD OF ASSESSORS

Home My Profile  Employment Education Records ~Application JEMVWI§SE0 M Grading Request Aftachments FAQ |

Submit Proof of Education

Submit documentation about the course you have taken

Your submission is Subject to review by the board. Gourses pending approval appear below. Approved courses will appear on the Education Records page.

Sponsoring Organization * \lsponsormg organization] v
Course Title * | [course fitl] v/
Classroom/Online * 0 classroom O Online

Course Hours * I:I

Exam Hours I:I
Course Results [course resulf] ¥

Attachment: *
aeiments @ Atach Proof

Save As Draft Submit Course

Courses submitted, pending approval by the board

SponsorOrg  CourseTitle  Status  Attachments

View Educafion Records

Attached File Type of Verification Document
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step 13: lck “OK.

Note: You can upload multiple documents before you submit @ Urload successiul
the request. To do this, repeat Steps 9 through 12.

Step 14: View your uploaded documents by clicking the view
icon. Delete documents by clicking the delete icon.

Attachments Type Name File Name

Completion Certificate Testing.PNG i

Step 15: Click “Submit Course”.
Designation verification  Capture PNG o

Note: By saving a draft of your request, it will allow you view @ Atach oot
other pages on the licensing system before submitting your

s ! Submit Course

Courses submitted, pending approval by the board A list of Courses submitted, pending approval by the board
submitted course completion documents will be listed here.

Once they are approved, click on the “View Education Sponsor Org  Course Title  Status  Attachments
Records” button or go to the Education Records tab and click

on “Courses Taken” to view your approved course(s). View Education Records

Request Approval for New Course/Seminar
The Request Approval for New Course/Seminar page allows m Ml N NeSOTA
you to submit courses/seminars not on the board approved CTATEBOARD CFASGESORS
course lists. The course outline and description of the
course along with a timeline anticipated for each topic must
be included in the request

Home My Profle Employment Education Records  Anplication JSTHE Vel Grading Request  Atachments FAQ

Step 1: Click Request Approval for a New Course/Seminar. SuomitEducaton

Note: Courses submitted by others will appear in “Courses it Proot o ducaon
Submitted, pending approval by the board.”

Request Approvalor a New CourselSeminar
Please check the list in “Courses Submitted, pending
approval by the board” before you submit a new one to Vi Cotrses or Seminars pending approval by cicking the butons abave. Approved coursss show n e Records pagg

avoid duplicate submissions.
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Step 2: Select the Course Type.

Step 3: Select Sponsoring Organization.
Step 4: Enter Course Title.

Step 5: Select Classroom or Online.

Step 6: Enter the number of course hours.

Step 7: Follow steps 9-15 above for submitting attachments.

Courses Submitted, pending approval by the board
Your request for course approval will be listed under
“pending approval by the board.”

Note: Courses submitted by others will appear here as well.
Please check the submitted courses before submitting a new
one to avoid duplicate submissions.

Grading Request

The Grading Request tab allows you to submit a Form
Appraisal Report or a Demonstration Narrative Report for
grading.

Step 1: Select Form Report or Narrative Report in the
dropdown under Type.

Step 2: The Fiscal Year defaults to the current fiscal year;
leave this as is.

Step 4: Grading Fee will automatically populate.
Step 5: Click on Attach Document.
Step 2: Click the Browse button.

Step 3: Choose the file you want to upload from your
computer and then click the Open button.

Step 4: Choose Form Report or Narrative Report in the Type
of Verification Document drop-down menu.

Step 5: Click the Upload button. A “complete” pop-up will
appear showing Upload successful. Click the Ok button.

Step 6: Click the Submit Grading Request button.

Step 7: See the Payments section of this document for
payment instructions.

Return to Table of Contents
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STATE BOARD OF ASSESSORS
Home MyProfile Employment Education Records Application W=\l Grading Request Atizchments FAQ

Request Approval for a New Course/Seminar

Submit the outline and description for the requasted course. Your submission is subject fo review by the board.
Courses pending approval by the board appear below. Approved coursas will appear in the course list on the Submit Proaf of Education Page

CourseType ~ * [course fype] v

Sponsoring Org

" [sponsoring organizaton] v
Course Title
Classroom/Oning * "] Classroom | Online

Course Hours

lachmens @ Mach P

Submit Course

Courses submitted, pending approval by the board

Sponsoring Org Course Status Attachment

M MINNesoTA

STATE BOARD OF ASSESSORS
Home My Profile Employment Education Records  Application  Submit Education Attachments FAQ

Grading Request

Type *[Form Report v
Fiscal Year 12020 V]
Grading Fee $80.00
Attachments ' @ Attach Document
Save AsDraft | Delete Draft Submit Grading Request
Report Status

Document Type  Date Submitted  Status  ResultDate  Resuit

Form Report

File Name Attachment Type

LiT o files currenty selected for upload @u
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Attachments

The Attachments page provides a list of all the attached
. MY MiNNesoTA
documents on an assessors account. You can view the STATE BOARD OF ASSESSORS

documents by selecting the “View Attachment” button. e e e
File Name Type Date of Attachment
@® View Attachment Employment Veerification for 2017-2018 pdf First Year Exposure Checklist 02/21/2020
® View Attachment Procedures docx Completion Certificate 021072020
@ View Attachment 0 Mass Appraisal_2010-Sep_Resulls Letter 42pdf  Completion Cerfiicate 02/07/2020
® View Attachment Procedures.docx. Completion Certificate 0210742020
@ View Attachment Course Approval Request Form docx: Narrative Report 00/18:2019
® View Attachment Additional Media Documents.docx Form Report 00/09/2019
The FAQ button is linked to the State Board of Assessors Boa l'd Of ASSGSSO rs FAQS
website, where you will find answers to common questions
. X . Where can | find board approved courses for continuing education? [+]
about assessor education and licensing.
Where can | find board approved courses for licensure education? [+]
Where can | find the courses required for an assessor’s license? [+]
Is there a list of li d s in the Mi ta? [+]
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